OSD Training Schedule for Buyers @SD

September 2015 — December 2015 OPERATIONAL SERVICES DIVISION

OSD offers a variety of events and training opportunities related to the procurement of commodities and services; view detailed course description on the Training Catalog page.
Trainings are FREE and, unless otherwise noted, Instructor led classes are held at either: One Ashburton Place in Boston, Room 1017, 10" Floor Training Room, or at One
Congress Street in Boston, 11" Floor Training Room.

How to Register:
Click on the link below to register. If you have a printed version of this schedule, go to: mass.gov/osd > OSD Events and Training > Event Calendar

CLASSES | DAY LOCATION START D)
NEW Bids with Open and Rolling Enrollments
(Webinar) 9/9/15 Tuesday Online 10:30 AM | 11:30 AM
NEW Bids with Open and Rolling Enroliments
(Webinar) 9/9/15 Tuesday Online 1:30 PM 2:30 PM
COMMBUYS - Organization Administrator (Buyer th ) )
ILT Session] 9/9/15 Wednesday | One Congress Street, 11" Floor — Boston 9:00 AM 4:30 PM
NEW COMMBUYS Enhancements:
Organization Administrators Readiness 9/9/15 | Wednesday | one Congress Street, 11" Floor — Boston 10:30 AM | 11:30 AM
(Webinar)
COMMBUYS — Receiving Webinar (Buyer Webinar) 9/9/2015 | Wednesday | Online 10:00 AM | 11:00 AM
How to Use Master Blanket Purchase Orders - SWC 9/10/15 | Thursda Online 10:30 AM | 11:30 AM
(Buyer Webinar) y : :
NEW Bids with Open and Rolling Enrollments . ] )
(Webinar) 9/10/15 Thursday Online 1:30 PM 2:30 PM
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September 2015 — December 2015 OPERATIONAL SERVICES DIVISION

CLASSES LOCATION

COMMBUYS — Receiving Webinar (Buyer Webinar) 9/11/2015 | Friday Online 1:30 PM 2:30 PM

NEW COMMBUYS Enhancements:

Orqar_\ization Administrators Readiness 9/11/15 Friday One Congress Street, 11" Floor — Boston 1:00 PM 2:00 PM
(Webinar)
COMMBUYS - Purchasing (Buyer ILT Session) 9/14/15 Monday One Ashburton Place, 10" Floor — Boston 9:00 AM 4:30 PM

Strategic Sourcing Certificate Program: One Day

th . .
Update Class (Buyer ILT Session) 9/14/15 Monday One Congress Street, 11" Floor — Boston 9:00 AM 3:30 PM
NEW Bids with Open and Rolling Enrollments . ) )
(Webinar 9/14/15 Monday Online 1:30 PM 2:30 PM
NEW Release RPAs for Statewide Contract 9/14/15 Monday Online 10:30 AM | 11:30 AM
Purchases
COMMBUYS — Receiving Webinar (Buyer Webinar) 9/16/15 Wednesday | Online 10:00 AM | 11:00 AM
NEW Bids with Open and Rolling Enroliments . . .
(Webinar) 9/16/15 Wednesday | Online 1:30 PM 2:30 PM
COMMBUYS — Receiving Webinar (Buyer Webinar) | 9/17/2015 | Thursday Online 1:30 PM 2:30 PM
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September 2015 - December 2015 OPERATIONAL SERVICES DIVISION
CLASSES LOCATION

NEW Release RPAs for Statewide Contract 9/17/15 Thursday Online 3:00 PM 4:00 PM
Purchases
Essentials of State Procurement 9/18/15 Friday One Ashburton Place, 10" Floor — Boston 9:30 AM 3:30 PM
NEW COMMBUYS Enhancements:
Organization Administrators Readiness 9/18/15 | Friday One Congress Street, 11 Floor — Boston 1:00 PM 2:00 PM
(Webinar)
NEW Bids with Open and Rolling Enroliments . . . )
(Webinar, 9/18/15 Friday Online 10:00 AM | 11:00 AM
NEW Release RPAs for Statewide Contract 9/21/15 Monday Online 1:30 PM 2:30 PM
Purchases
COMMBUYS - How to Create a Departmental th ) )
Master Blanket Purchase Order (Buver ILT Session) 9/21/15 Monday One Ashburton Place, 10™ Floor - Boston 9:00 AM 12:30 PM
NEW Bids with Open and Rolling Enrollments . ) ]
(Webinar) 9/22/15 Tuesday Online 10:00 AM | 11:00 AM
COMMBUYS — Receiving Webinar (Buyer Webinar) 9/22/2015 | Tuesday Online 10:00 AM | 11:00 AM
NEW Release RPAs for Statewide Contract 9/24/15 | Thursday | Online 10:30AM | 11:30 AM
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September 2015 — December 2015 OPERATIONAL SERVICES DIVISION
CLASSES LOCATION
Purchases
COMMBUYS - Procurement (Buyer ILT Session) 9/24/15 Thursday One Congress Street, 11" Floor — Boston 9:00 AM 4:30 PM

How to Use Master Blanket Purchase Orders - SWC
(Buyer Webinar)

9/25/15 Friday Online 10:30 AM | 11:30 AM

How to Use Statewide Contracts/Master Blanket
Purchase Orders: Information, Demonstration & 9/28/15 Monday One Ashburton Place, 10" Floor — Boston 9:00 AM 12:30 PM
Application (Buyer ILT Session)

NEW COMMBUYS Enhancements:

Organization Administrators Readiness 9/29/15 | Tuesday One Congress Street, 11" Floor — Boston 10:30 AM | 11:30 AM
(Webinar)
COMMBUYS — Receiving Webinar (Buyer Webinar) | 9/29/2015 | Tuesday Online 1:30 PM 2:30 PM

COMMBUYS - Organization Administrator (Buyer

1 11* -B : :
ILT Session] 9/30/15 Wednesday | One Congress Street, Floor — Boston 9:00 AM 4:30 PM
COMMBUYS - Purchasing (Buyer ILT Session) 9/30/15 Wednesday | One Ashburton Place, 10" Floor — Boston 9:00 AM 4:30 PM
NEW Release RPAs for Statewide Contract 10/1/15 Thursday Online 1:30 PM 2:30 PM

Purchases
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September 2015 - December 2015 OPERATIONAL SERVICES DIVISION
CLASSES LOCATION
Essentials of State Procurement 10/1/15 Thursday One Ashburton Place, 10" Floor — Boston 9:30 AM 3:30 PM
st\évbiilgf with Open and Rolling Enrollments 10/9/15 Friday Online 10:00 AM | 11:00 AM
COMMBUYS - Purchasing (Buyer ILT Session) 10/14/15 | Wednesday | One Ashburton Place, 10" Floor — Boston 9:00 AM 4:30 PM
NEW COMMBUYS Enhancements:
Organization Administrators Readiness 10/14/15 | Wednesday | one Congress Street, 11" Floor — Boston 10:30 AM | 11:30 AM
(Webinar)
Essentials of State Procurement 10/15/15 | Monday One Ashburton Place, 10" Floor — Boston 9:30 AM 3:30 PM
COMMBUYS — Receiving Webinar (Buyer Webinar) 10/15/15 | Thursday Online 10:00 AM | 11:00 AM
B -
How to Use .Master lanket Purchase Orders - SWC 10/15/15 | Thursday Online 10:30 AM | 11:30 AM
(Buyer Webinar)
gfﬁ'cvhiﬁ'eiase RPAs for Statewide Contract 10/20/15 | Tuesday | Online 10:30 AM | 11:30 AM
COMMBUYS - Organization Administrator (Buyer 10/21/15 | Wednesday | One Congress Street, 11" Floor — Boston 9:00AM | 4:30PM
ILT Session)
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September 2015 — December 2015 OPERATIONAL SERVICES DIVISION
CLASSES | DAY LOCATION START D)
COMMBUYS - How to Create a Departmental th ) )
Master Blanket Purchase Order (Buver ILT Session) 10/22/15 | Thursday One Ashburton Place, 10" Floor - Boston 9:00 AM 12:30 PM
Essentials of State Procurement 10/23/15 | Friday Department of Fire Services, 1 State Road, 9:30AM | 3:30PM

Links Room, Stow, MA 01775

COMMBUYS - Procurement (Buyer ILT Session) 10/27/15 | Tuesday One Ashburton Place, 21° Floor — Boston 9:00 AM 4:30 PM

How to Use Statewide Contracts/Master Blanket
Purchase Orders: Information, Demonstration & 10/30/15 | Friday One Ashburton Place, 10" Floor — Boston 9:00 AM 12:30 PM
Application (Buyer ILT Session)

COMMBUYS - Purchasing (Buyer ILT Session) 11/9/15 Monday One Ashburton Place, 10" Floor — Boston 9:00 AM 4:30 PM

Essentials of State Procurement 11/16/15 | Monday One Ashburton Place, 10" Floor — Boston 9:30 AM 3:30 PM

How to Use Master Blanket Purchase Orders - SWC

(Buver Webinar) 11/16/15 | Monday Online 10:30 AM | 11:30 AM
COMMBUYS - Organization Administrator (Buyer th ) )

ILT Session) 11/17/15 | Tuesday One Ashburton Place, 10" Floor — Boston 9:00 AM 4:30 PM
Strategic Sourcing Certificate Program: One Day 11/20/15 | Friday One Congress Street, 11" Floor — Boston 9:00 AM 3:30 PM

Update Class (Buyer ILT Session)
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September 2015 - December 2015 OPERATIONAL SERVICES DIVISION
CLASSES LOCATION
COMMBUYS - How to Create a Departmental th ) )
Master Blanket Purchase Order (Buver ILT Session) 11/23/15 | Monday One Ashburton Place, 10" Floor - Boston 9:00 AM 12:30 PM
COMMBUYS - Procurement (Buyer ILT Session) 11/30/15 | Monday One Ashburton Street, 10" Floor — Boston 9:00 AM 4:30 PM

How to Use Statewide Contracts/Master Blanket
Purchase Orders: Information, Demonstration & 12/7/15 Monday One Ashburton Place, 10" Floor — Boston 9:00 AM 12:30 PM
Application (Buyer ILT Session)

ﬁ?h:ehgsl?g:s - Organization Administrator (Buyer 12/9/15 Wednesday | One Ashburton Place, 10" Floor — Boston 9:00 AM 4:30 PM
F'B%‘g':f\z:imaarjter Blanket Purchase Orders - SWC | 15 /11/15 | Friday Online 10:30 AM | 11:30 AM
Essentials of State Procurement 12/14/15 | Monday One Ashburton Place, 10" Floor — Boston 9:30 AM 3:30 PM
COMMBUYS - Purchasing (Buyer ILT Session) 12/16/15 | Wednesday | One Congress Street, 11" Floor — Boston 9:00 AM 4:30 PM

*Please Note: All Drop-In Sessions require Instructor Led Training (ILT) class first.
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Instructions for Webinars

1. After registering for a webinar, attendees will receive details for
accessing the webinar through Century Link via emailed prior to the
date of the class.

Instructions for Launching the Courses Through PACE

1. Launch the PACE URL at http://www.mass.gov/pace

Select PACE Login

3. Select Your Agency (If your agency is not listed, select Human Resources
Division)

4. Enter Your User Login ID (EMPID) and Password
(If you are a first time user, your Login ID is your Employee ID and your
password is your last name, as it appears on your pay advice, case sensitive —
e.g. “Smith” not “smith”

5. Select Student Learning Center

6. Select Course Catalog

7. Type in the keyword — “OSD” to find the applicable course (Leave the
dropdown boxes as “All”).

8. Follow the prompts
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For questions, email: osdtraining@state.ma.us
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